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Entering Work Time Using the Time and Labor Entry Screen —
Hourly Employees

1. Refer to directions for ‘Logging into HRMS System.’

2. Click ‘Time and Labor Entry-Employee’ link on left-hand menu.
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3. The screen for your current pay period will appear. If you have multiple
jobs, a list of your active jobs will appear. Click on the job for which you
need to enter your time.
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4. On the selected date, enter the correct ‘In” and ‘Out’ punch time to
the minute (must type P for PM). Screen will ‘flash’ and show
total hours to the right of the punches. Also, military time can be
used; the system will convert it to AM and PM.

The field to enter nonwork time will be ‘hidden’ as each new row is
entered. Total time worked will appear under ‘Amount Hours.’

(continues)
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Entering Work Time Using the Time/Labor Entry Page (cont'd)
5. Continue to enter work time for the pay period as necessary.

4. Click ‘Save’ at bottom of blue screen when time has been entered.
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Notes: If time entered crosses a daybreaker into the next pay period, the
time will appear at the top of the screen in the next pay period in
green.

Additional dates cannot be added to the pay period. If other pay
periods are needed, use the ‘Refresh Period’ button and enter
new date for desired pay period. Or click on the ‘Next Period/Prev
Period’ buttons to move back or forward one pay period.

Correcting Time Entry Errors

1. If time has been incorrectly ‘punched,’ click the minus sign and all
times on that line will be cleared, OR type over the existing
punches and save.

2. If the time has already been approved and sent to Payroll, the
change will be reflected in the next paycheck.

If PM is not entered appropriately, the system will automatically enter
the time as AM. This will result in too many hours reported for one shift.
If the hours reported are incorrect, change the AM to PM and use the
calendar icon (next to the out punch) to select the correct date.

(continues)
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Correcting Time Entry Errors (cont'd)

In the example below, 35 hours are reported for 12/14/04 because
AM was automatically added by the system when the user forgot
to enter PM; then the user attempted to change it back to PM,
resulting in the system adding more hours.

In addition to changing the AM to PM, you must also use the
calendar icon to select the correct day. Change the highlighted
date to the correct date; save changes.
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The ‘Undo Changes’ button at the bottom of the screen can be used to
cancel all changes made since the last time data was saved. Use
caution, since all changes made since the last save will be deleted.

01062005 Thu

I=]
= oiorizoos
=]

[+ 18+ I+ 1

0110852005 Sat

tal of Hours Entered:

EEEE] Fix Missed Punch | Undo Changes | JMext Period | Frev Period |

Current Leave Bank Custornize [Find | B First [ 1.0t 1

Balances Available [F] Last
Plan Type Hrs Farned  Hrs Taken Hrs Adjust Lv Hrs Bal




